How to: Sign License and Renewal Application

1.0 Getting Started: Be prepared before you log in

1.1 Know that


mailto:buildinginspections@bismarcknd.gov
https://nd-bismarck.civicplus.com/index.aspx?nid=122
https://trakitapi.bismarcknd.gov/etrakit/
http://www.bismarcknd.gov
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3.0 Log In one of two ways

3.1 Registered User Login (able to use BILL ME option having called Building Inspections and
registered)

3.1.1 Change login type to Registered Contractor/Developer/Builder. Choose Contractor
Name from Username drop down list, and enter password.

Home | SetupanAccount | Login Public |Z| l:“:lm [T] REMEMBER ME ~Forgot Password fUsername

S\

.Welcome to the
City of Bismarck, ND

3.1.2 Click button and you will be directed to change your password only the first
time you login.

| | LOGOUT LOGGED INAS: SICK CONTRACTING

You are reguired to change your password.

Permits | |

Fees Estimator

Projects

Password Rules:

Minimum of 6 characters
Contractor Maximum of 25 characters
At least one letter and 1 number

MNote: Password is case sensitive

Properties

3.2 Public User Login Option to pay by credit card

3.2.1 Click
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4.0 To Apply for or Renew a Sign License

4.1 Select Apply for new Licenses from the Menu in the left margin.

My Dashboard Hello SICK CONTRACTING.
Below is a Dashboard of your current activities.

Permits
Apply For New Permit
Search
Pay Fees
Fees Esumator
View on Map

Projects
Apply for New Project
Search Projects
Pay Fees
Fees Esumator
View onMap

Contractor - / My Open License Applications

Search Contractors ¥

Properties
Search Property
View on Map

Continue

Continue

Inspections.
Schedule
Cancel
View on Map
Scheduled

Continue

! 3? My Active Permits

3totalrecordist. =]

Created Date

4/9/2015 Delete
4/9/2015 Delete
a/7/2015 Delete

4 total record(s). [=]

et e T T I I I I

Licenses
Search Licenses
BRES2015-0008 Z21NSTH . BUILDING RESIDENTIAL NEW
V's‘:‘:'a: Ons BRES20150013 | 20SEDENV.. | BUILDING RESIDENTIALNEW
BRES2015-0025 1221 N1IT. BUILDING RESIDENTIAL NEW
Map
View Map BRES2015-0026 2Z21NSTH BUILDING RESIDENTIAL NEW
Locate My Address.
Shopping Cart == ) )
Pay All Fees - My Active Inspections

ISSUED s | & @ B
APPROVED §1,144.25 4

SUBMITTED S0.00

SUBMITTED $604.80

N oalrecordiss [ =]

4.2 Sign License Application Step 1 Enter Sign Information

4.2.1 Select Type and Subtype from drop down menus.
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4.2.6 Click Upload.

Attachments
P  CERTIFICATE OF LIABILITY INSURANCE pdf = Remove
Descripion | CERTIFICATE OF LIABILITY] x|

4.2.7 Once the attachment has been uploaded, the file will be listed to the right, under the
Attachments heading. The process may be repeated to add additional files. Or, if the wrong
file was uploaded, it may be deleted using the associated Delete button.

Attachments
Filename | Select Attachments:
HOUSE PLAN.docx
Description |

LOT SURVEY.docx

LOT SURVEY 221 N 5TH 5T

HOUSE PLAN m

4.2.8 Click Next Step.
4.3 Step 2 Address and Contact Information

4.3.1 Enter the Name, Email Address and Phone Number of the primary contact for the License.
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4.3.2 Enter Mailing Address and confirm additional Contact Information

4.4 Step 3 Review and Submit

4.4.1 If everything is correct click Next Step.
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45 Step 4 To Pay for aLicense

5.0 Payment Options
5.1 Payment Option 1 Credit Card

5.1.1 The City of Bismarck accepts VISA, MasterCard and Discover credit cards.

5.1.2 From Checkout Summary select Proceed to Payment. Enter credit card information
and select Process Payment. Upon approval a receipt will be emailed to the Applicant





